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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

To access PO13, follow the menu tree: Human Resources >
Organizational Management > Expert Mode > Position (PO13) or enter
the transaction code PO13 in the command field and press enter.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

To view all infotypes linked to a specific position, enter the position
number and click enter.

The Plan version field defaults ‘Active plan’ which maintains the
current position structure. Currently, the ‘Active plan’ is the only
available plan version.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

To view the first infotype, select Object and click ‘Display’.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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The Position field reflects the job abbreviation (job code).
The Planning status field should reflect Active.

The Validity field identifies the period of time that the infotype record
exists.

The Object abbr. field reflects the job abbreviation for the position.
The Description field reflects the job title for the position.
To view another infotype, click on the ‘Back’ icon.

3-5



An AASIS Training Guide HRORG - Organizational Management

SHE SN OH EFEE @D

Maintain Position

Active plan Bl
22105639

Time period
@ Period
B From  01/81/18008 to 12431/9999
Flanned Compensation W ) Today ) Currentweek
Aot Assignment Features W oAl 1 Current month
Emplayee Group/Subgroup v 0 From curr.date ) Lastweek
Obsolete 0 Tocurrent date 1 Last month
Cost Distribution 1w ) Currantyear
Specific Position Data
ok Audit Tracking IZ‘ m
[~]
[ | cAs (14100 2l sapnas | INS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

Select the next infotype and click ‘Maintain overview’. In this example,
Relationships is selected.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

Find the line item for object type ‘C’ with the end date of 12/31/9999
(this is the active record for the job code). In this example, the
overview reflects that object type ‘C’ (Job which describes this specific
position ) is authorized as a K024. To verify the pay grade for KO24 or
any job code, please refer to Troubleshooting Note #1located at the

end of this chapter.
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| |01i01/1900 [12131/9999 | (002 Reports( |5 22106936 |L156 0.00 (4]
| |01i01/1900 [12131/9993 | (003 Belongsto |0 21704531  [SW Region 0.00 E‘
| |omiosr2001 [12131/9999 A 008 Holder P 00014386  HALL 100.00 -
| |oBM0r2001 |08104/2001 A 008 Holder P 00014386  HALL 100.00
| |o#i27/2003 [12131/9999 | (011 [Costceente K [000060000..Leadership 3 | 100.00
| |0Bi24/2001 041262003 | 011 [Costeente K 000064345, LHUBS- Gra | 100.00
| |0Bi01/2000 06123/2001 & 011 [Costeente K [000064321.LHUB0- Gra | 100.00
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AASIS Support Center, Diane Jolley,

06/24/03 Revised to V2

The Start column reflects the beginning date of that relationship.
The End date column reflects the date that relationship stops.

The Rel. type column reflects a description of the type of relationship the
position has to other objects within the system.

The Rel. column reflects a three-digit numeric code that identifies the
relationship subtype.

The Relat’ship column reflects a description text for type, such as Reports
(line) to, Belongs to, Holder, Cost center, Incorporates, or Is described by.

The Rel’d object type column reflects S = position; O = organizational unit, P
= person, K = cost center, A = work center, or C = job.

The Rel’d object ID column reflects organizational unit number, holder’s
(employee) personnel number, cost center number, and job number.

The Abbr. column reflects an abbreviation for the related object name.
The % rate column reflects the percentage rate for the relationship.

»To view another infotype, click on the ‘Back’ icon.
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AASIS Support Center, Diane Jolley, 3-9

06/24/03 Revised to V2

Select the next infotype and click ‘Display’. In this example, Planned
Compensation is selected.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-10

There are two reasons for which a position may have a planned
compensation record. These reasons are as follows:

1. The position has been crossgraded, downgraded, or restored; or

2. The position has been approved by OPM Class & Compensation
(OPM C&C) for a Special Administration assignment.
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FPay grade T.3867  To 14.4509 Z

Reference salan L2 fejee] hd

[ [QAS (13 (410} sapgas | INS
AASIS Support Center, Diane Jolley, 3-11
06/24/03 Revised to V2

The Position field reflects the job code and job name.

The Pay grade type field reflects 01-Classified, 02-Unclassified, or 03-
Extra-help.

The Pay grade area field reflects 01-Arkansas or 02-Special
Administration. If the Pay grade area field reflects '02’, then the
position was approved for Special Administration by OPM Class &
Compensation (OPM C&C).

The first Pay grade field reflects the “grade” for a classified position or
the “job code” for an unclassified position.

The Pay grade level field reflects the allowed level based on the
position’s pay grade.

The second Pay grade field reflects the minimum and maximum hourly
pay range for the position.

» To view another infotype, click on the ‘Back’ icon.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

Select the next infotype and click ‘Display’. In this example, Acct.

Assignment Features is selected.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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The Company code field reflects the State of Arkansas.
The Business area field reflects the agency for that position.

The Personnel area field reflects a 4 digit alphanumeric code which
defaults from the position. The first 2 digits represent the agency and the
next 2 digits represent the location.

The Pers. subarea field reflects a 4 digit alphanumeric code with also
defaults from the position. The Personnel subarea indicates what type of
leave and timekeeping rules are required for a given position. If the
Personnel subarea begins with an ‘O’, then the position is non-exempt and
time for the employee must be entered in the system. For example,
‘OAL1’ — this position allows the employee to earn overtime, work a
standard week, bank 240 hours and accrue annual, sick, holiday and
birthday.

If the Personnel subarea begins with an ‘N’, then the position is exempt
and only leave time for the employee must be entered in the system. For
example, ‘NEL1’ — this position does not allow the employee to earn
overtime. However, the employee can accrue annual, sick, holiday and
birthday leave.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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The position control report lists the business area, personnel area &
personnel subarea as reflected in this infotype. If corrections are
necessary for any information reflected on this infotype, the agency must
contact OPM C&C.

OPM/Class & Comp. runs the mismatch report every other Thursday
before the payroll run date and corrects the position’s personnel area to
match the employee’s personnel area, as reflected on the report, that
same day.

Also, this information integrates with the Personnel Administration (PA)
module. The integration occurs when an employee is hired into a
position, the company code, business area, personnel area & personnel
subarea default in PA on the employee’s organizational assignment
infotype.

» To view another infotype, click on the ‘Back’ icon.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

Select the next infotype and click ‘Display’. In this example, the
Employee Group/Subgroup is selected.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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The Employee group field reflects if the position is a Regular State
Employee, State Contract Employee, State Extra/Seasonal, or
Supplemental Position. Please refer to the drop-down list below.
However, as of 3/31/03 the State Drop Employee and State Retiree
options are no longer being used in the Employee group field. Drop
and Retirees options have been added to the work contract field located
in PA on the employee’s organizational assignment infotype.

| Employee GroupfSubgroup 01 5 22105639 1 !

Employee group Regular State Empl. @
EE subgroup ol e

State Co
State Drop Employee
State ExtralSeasanal
State Retiree

Supplemental Pos.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

The EE subgroup field reflects one of the options listed in the above
drop-down list. However, as of 3/31/03 the subgroup option ‘UR’ for
Retirees is no longer being used in the EE subgroup field. A Retirees
option has been added to the work contract field located in PA on the
employee’s organizational assignment infotype.

» The position’s employee group and subgroup information integrates
with the PA module. The integration occurs when the employee is hired
into a position, the employee group and subgroup defaults in PA on the
employee’s actions and organizational assignment infotypes. If this

information needs to be corrected, the agency MUST contact OPM
C&C.

»To view another infotype, click on the ‘Back’ icon.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

Select the next infotype and click ‘Display’. In this example, the Cost

Distribution is selected.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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The Master cost center field reflects the cost center that will be
charged with the remaining percentage if the cost distribution cost

center is less than 100%.

Cost distribution is a further breakdown of payroll distribution.
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Exercise Scenario #4

» Change the master cost center for a position.

AASIS Support Center, Diane Jolley, 3-20
06/24/03 Revised to V2
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Demonstration

& Change the Master Cost Center of a Position

Human Resources > Organizational Management > Expert
Mode > Position (PO13)

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

Note: The Org. and Comp. Specialist personnel should always verify
with their agency Finance/GL Accounting personnel before making
changes to a cost distribution or a cost center. This is to ensure that
budget and cash are available for payroll posting.
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P [ Logistics
> [ Accounting
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> Personnel Management
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B 1 Payrall
[» (1 Training and Event Management
| Organizational Management
> Organizational plan
= =3 Expert mode
2 POAN - Organizational unit
2 PO - Jok

2 POOT - Wark center
2 PFCT- Task catalog
2 PPOY - General
[ Ea Simple maintenance
> [ Info System

PCO0_M33_CWTR - Per payroll period -= Li[]
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[ I s (0|

1. Follow the menu path and
double click on PO13 -
Position or enter transaction
code PO13 in the command
field and press enter.
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—

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-22
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-23
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AASIS Support Center, Diane Jolley, 3-24

06/24/03 Revised to V2
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5. Click Nextrecord |

until Cost center is
reflected in ‘Type of
related object’.

011 Costcenter assignment

Related object

Type of related object Cost center =]
1D of related object QOEEGEAAE1ARK

Abbreviation Leadership 3

Mame Administrative State

Priarity
Wieighting 100.00 %

Record 4 of

| @as () (o Pl sapgas | INs
S

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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== (67]
Pasition lknz2sa COUNTY HEALTH RECORDS CLERK |
Flanning status Active
Yalidity B42?ﬂi @10 1243179999 |6§p Change information |
?;f;fo”nj:ﬁfwemufn1b:r221”5‘53 6. Enter beginning date of the current pay
period in which the change is being made.
Related object **See note below.
Type of related object COSTCEmET =]
1D of related object OOO0G434500RK
Ahbreviation LHUGZ - Gra
Mame LHUEBE - Grants
Friofity
‘Weighting 100,00 %
Record 4 of 5

[ ‘ QAS (13 (410) sapgas | INS

AASIS Support Center, Diane Jolley, 3-26
06/24/03 Revised to V2

It is recommended that agencies use the beginning date of the current
pay period in which the change is being made. However, there may be
times when the agency needs to future date a master cost center
change. In this case, the Agency Org. and Comp. Specialist personnel
will need to contact the Agency Personnel Management personnel of
the future date for the master cost center change.

The Agency Personnel Management personnel will need to notify the
Agency Org. and Comp. Specialist personnel, if the employee
promotes, demotes, or transfers out of the position before the future
date of the master cost center change. The Agency Org. and Comp.
Specialist personnel will need to contact the AASIS Helpdesk at 683-
2255 to request assistance on the position. Otherwise, the employee
will not be paid.

3.26



An AASIS Training Guide

HRORG - Organizational Management

o R s s s R s e B2 L

Copy Relationships

@@ |

Artive

042712003

015 22105639 1
Relationship type/numhber

Relationships

12431/9998

Aoat

Cost center assignment

Change informatian

Related ohject

Type of related ohject
ID of related ohject
Abbreviation

Costcenter
fafafelalsyelele} K

Leadership 3

Mame Administrative State
Priority
Weighting 100,00 %

7. Enter the new cost center
or click on the drop-down
list to search for a cost
center.

[ | oas oy (10 Pl | sapgas | INS
—

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-27

327



An AASIS Training Guide HRORG - Organizational Management

A HICE@QIEHRIBDL0 EHE QM

k Standard Hierarchy

|

Cost center k Cost center name

Cost center
Business area 0645 <l 8. Enter the
Contoling area Business area.

Company code

Cost center category
Perzon responsible

Cost cir shart test

Language key EMN

alid from

Walid to

Mazimum no. of hits

IF|@9||E|

9. Click start search.

[ | cAs (14100 2l sapnas | INS

AASIS Support Center, Diane Jolley, 3-28
06/24/03 Revised to V2
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Edit

Gato

HRORG - Organizational Management

w# Cost center h Cost center name L Standard Hierarchy | Em
| P 7
EEOEREEEDR
[ Cost - “lBa_|coar|cocu|ccrc [Person responsib..]Short text [Language|valid from [To |
BO0D01 |B45 ARK ARK O  ArkDeptafHealth LEADERSHIP 351 BAAD1 EN 06/01/2000 12/31/3989 [4]
|soocf2 0645 ARK ARK O ArkDeptoTHealth LEADERSHIP 362 FHDIC EN 0612000 12/31/8988 [=]
. ptofHealth STAFF SERV 361 BAAI1  EN 060142000 12/31/8988 m
10. Double click ptofHealth STAFF SERVICES GRANT EN 06/01/2000 12/31/3999
on the cost center [rtofHeath STAFF HMTWN 361 BAs0 EN 060142000 12/31/8988
ptofHealth STF RHTH 360 MRHO1  EN 060142000 12/31/8988
selected. ptofHealth  STF RHTH 1PY KEHE405 EN 06/01/2000 12/31/3999
BIIII0 645 ARK ARK O ARDeptofHealth  SHD SRY 361 BAADT EN 060112000 12/31/8989
GO00Z1 0645 ARK ARK O ArkDeptofHealth SHD SRY ZHN BAA30 EN 0R/112000 123178988
G00022 0645 ARK ARK O  ArkDeptofHealth SHD SRV 362 FHDIC EN 06/01/2000 12/31/3983
G00023 0645 ARK ARK O  ArkDeptofHealth SHD SRV 1PWKBHB403 EN 06/01/2000 12/31/3989
BO0025 0645 ARK ARK O ArkDeptofHealth SHD SRV 1PXKBHB404 EN 0B1/2000 12/31/8988
GO00ZE 0645 ARK ARK O ArkDeptofHealth SHARED SERVICES GR.. EM 060142000 12/31/8988
GO0030 0645 ARK ARK O ArkDeptofHealth SHRD CNTRL 361 BAADT EM 06/01/2000 12/31/8988
BO0031 0645 ARK ARK O ArkDeptofHealth SHD CNTRL 2HMN BAAID EM 060142000 12/31/8988
—|e0o035 0645 ARK ARK O ArkDeptofHealth SHRD HTHR 361 BAADT  EN 060142000 12/31/8988
GO003E 0645 ARK ARK O ArkDeptofHealth SHRD HTHR 361 BAAJE EN 060142000 123178988 | |
GO0037 0645 ARK ARK O  ArkDeptofHealth SHRDEPID 361 BAADY  EN 060112000 12/31/8989 [«]
GO0038 0645 ARK ARK O ArkDeptofHealth SHRD EPID 361 BAATZ  EN 0R/112000 123178958 [~]
[ 4441 Entries found M

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-29
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=] 3

11. Click Enter. 12. Click Save.

Poston ks

Active

042703 1243179998 Change information

Relationships 015 221056391
Relationship type/number

A& 011 Cost center assignment

Related ohject

Type of related object Caostcenter b}
1D of related object DOGOEAARE1LRK]

Ahbreviation LHUGZ - Gra

Mame LHUEBE - Grants

Friatity
‘Weighting 100,00 %

Record 4 of

[ | oas oy i1 M| sapnas

AASIS Support Center, Diane Jolley, 3-30
06/24/03 Revised to V2
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=] 3

Copy Relationships

13. Click Save.

Costcenter GOOOE1 Administrative State
CO area ARE State of Arkansas
Weighting 10000 %

AASIS Support Center, Diane Jolley, 3-31
06/24/03 Revised to V2

3-31
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4 NN Er Pl L
Copy Relationships

Costcenter
CO area
eighting

14. Click Yes.

AASIS Support Center, Diane Jolley, 3-32
06/24/03 Revised to V2
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HRORG - Organizational Management

g 0 100 0@e LHE anoD DR

Maintain Position

Dl2/lse @D @/ |2 1]

Active plan &

22105639

i

Time period

Infotype name
(Ohject L'

Planned Compensation 1w
Acct Assignment Features 1w
Employee Group/Subgroup 1w
Ohsolete

Cost Distribution 1w

Specific Position Data

(]

@ Period

From  04/30/2003 to

) Today

O Al

0 From curr.date
() Tocurrent date

CRORCRORC)

12431/9999
Currentweek
Current month
Last week
Last month
Currentyear

ok Audit Tracking

You will receive a message
@Rewm meater 4= Stating: ‘Record created’.

[ | cAs (14100 2l sapnas | INS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-33

» If the position has a cost distribution on the position, the agency
MUST verify the validity of the information.

> If the cost center information on the cost distribution needs to be
updated to the new cost center, refer to the demonstration, “Change the
Cost Distribution of a Position.”

> If the cost distribution needs to be ended, refer to the demonstration,
“Ending the Cost Distribution of a Position.”

3-33
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Exercise Scenario #5

» View the new cost center information for the position.

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-34
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Demonstration

HRORG - Organizational Management

@ View the Master Cost Center of a Position

Human Resources > Organizational Management > Expert

Mode > Position (PO13)

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-35

335



An AASIS Training Guide HRORG - Organizational Management

gl 0 wdHIC@ee CHE DO BRN Q@
SAP Easy Access AASIS MENU

Q| % a8 2| v a

PCO0_M33_CWTR - Per payroll period -= Li[]
°
b [ office l
P [ Logistics
> [ Accounting
= {3 Human Resources
> Personnel Management
[ 1 Tirne Managerment
B 1 Payrall
[» (1 Training and Event Management
| Organizational Management

> Organizational plan

= =3 Expert mode

2 POAN - Organizational unit 1. Follow the menu path and

2 PO - Jok . e
© Po13. Pasilion double click on F.’013 - Position
g POD1 - Wark center or enter transaction code PO13
PFCT - Tasgk catal . -
@ PPo1 - Conaral in the command field and press
D Ea Simple maintenance enter
> [ Info System -

[ I s (0|

[ | oas oy (10 Pl | sapgas | INS
—

AASIS Support Center, Diane Jolley, 3-36
06/24/03 Revised to V2
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Maintain Position

Dz« o a8

5. Click Overview.

Active plan e}

22105639

2. Change ‘From’

Infatype name _‘ Time period date to 1/01I1 900-
Ohject wi<] | O Period ‘

E| From  0101v900 ta 12/31/9999
Flanned Compengation i O Taday
et Assignment Features ] O, 3_ Select ‘A"”_
Emplayee Group/Subgroup id ) From curr.mate T CESTWEEE

i H T t dat () Last th
4. Select Relationships. :| o eHeeEE st mot

) Currentyear

pecc FosmonDaE ]
ok Audit Tracking B m
[]
[ feas )y (10 Pl sapoas | INS
—
AASIS Support Center, Diane Jolley, 3-37

06/24/03 Revised to V2

Some positions in AASIS have a beginning date of 01/01/1900. To
view all the history of a position enter ‘01011900’ in the ‘From’ field and
select ‘All’ (refer to steps 2 and 3 as shown above).

3-37
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g 0 100 0@e LNk anoD DR

List dispiay with change Relationships

6. View the
Relationships history.

|_|Start End date RuRelat'Shig Rel'd ob Abbr.
01/01/1900 [12/31/9999 002 |Reports (| 22106936 |L156
01/01/1900 [12/31/9999 003 |Belongs to 21704531 |SWW Region
08/05/2001 [12/31/9999 008 |Holder 00014386 | HALL
06/10/2001 0870472001 008 |Holder 00014386 | HALL

04/27/2003 [12/31/9999
06/24/2001 |04726/2003
06/01/2000 |0B/23/2001
01/01/1900 |0B/23/2001
07/01/2001 [12/31/9999
01/01/1900 |0Br30/2001

011 |Cost cente
011 |Cost cente
011 |Cost cente
003 [Incorporat
007 (s describ
Is describ

000060000... Leadership 3
000064345, LHUBS - Gra
000064321..LHUB0- Gra
21589932 ©

21669781 K024
21669781 K024

(== el e = e i 2 e e
O|loF|R|R|®|T|(T|o|®|D

[ | oas oy i1 M| sapnas

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-38
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HRORG - Organizational Management

g 0 100 0@e LNk anoD DR

List dispiay with change Relationships

O BB

Center.

K025
Active

_%ﬂ End da_te R. RwRelat'shig R.|Reld ob'ec...wr. % rate

010171800 [12/31/9999 |4 (002 [Reporis( |5 (22106936 |L156 0.00 [+]

01/01/1800 [12/31/9999 |4 (003 Belongsto |0 21704581  |SW Region 0.00 [~]
DR/0G/2001 [12/31/9999 & 008 [Holder P 00014386 HALL 100.00
DBA 02001 080472001 & 008 [Holder P 00014386 HALL 100.00
DR/24/2001 [04/26/2003 & 011 [Costeente K [000064345. LHUBS- Gra | 100.00
= : ——————gtcente K |100064321.LHUG0- Gra | 100.00
7. Select the line  broat @ (1589932 wic 0.00
item reflecting the escrib C 21669781 K024 0.00
escrib | [21BBA7E K024 0.00

new Master Cost =

Relat'ship [~]

4[]

[ | @as () (1 Pl sapgas | NS
=

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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G 2 aliBie@e LA an0ss BR eF
Copy Relationships

=)

Poston ks

Active

p4s27i2003 G 1243179998 dy?  Change information

Relationships 015 221056391
Relationship type/number

A& 011 Cost center assignment

Related ohject

Type of related object Caostcenter b1
1D of related object OAOOGEIO001 ARKE

Abbreviation Leadership 3

Mame Administrative State

Friatity
‘Weighting 100,00 %

Record 9 af 10

8. View the new Master cost
center information.

[ | oas oy i1 M| sapnas

AASIS Support Center, Diane Jolley, 3-40
06/24/03 Revised to V2
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Exercise Scenario #6

» Change the cost distribution for a position.

AASIS Support Center, Diane Jolley, 3-41
06/24/03 Revised to V2
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Demonstration

@ Change the Cost Distribution of a Position

Human Resources > Organizational Management > Expert
Mode > Position (PO13)

AASIS Support Center, Diane Jolley, 3-42
06/24/03 Revised to V2

Note: The Org. and Comp. Specialist personnel should always verify
with their agency Finance/GL Accounting personnel before making
changes to a cost distribution or a cost center. This is to ensure that
budget and cash are available for payroll posting.

3492
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gl 0 wdHIC@ee CHE DO BRN Q@
SAP Easy Access AASIS MENU

Q| % a8 2| v a

PCO0_M33_CWTR - Per payroll period -= Li[]
°
b [ office l
P [ Logistics
> [ Accounting
= {3 Human Resources
> Personnel Management
[ 1 Tirne Managerment
B 1 Payrall
[» (1 Training and Event Management
| Organizational Management

> Organizational plan

= =3 Expert mode

2 POAN - Organizational unit 1. Follow the menu path and

2 PO - Jok . e
© Po13. Pasilion double click on F.’013 - Position
g POD1 - Wark center or enter transaction code PO13
PFCT - Tasgk catal . -
@ PPo1 - Conaral in the command field and press
D Ea Simple maintenance enter
> [ Info System -

[ I s (0|

[ | oas oy (10 Pl | sapgas | INS
—

AASIS Support Center, Diane Jolley, 3-43
06/24/03 Revised to V2
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G 0 adiHc@e LA an0od BR 0F
Maintain Position

Qs mdddl L

5. Click Copy. =
— @
Aoor. ko5

{ 2. Change ‘From’

IInfomEe name W Time period date to 1I01I1 900'

Object W<l | O Period ;

Relationships vB From  01/07/1900 to 12431/9999

Planned Compensation 1w ) Today

Acct Assignment Features W Q: i 3. Select ‘A"”.

SIFIBES BEIE gD v ) From curr.date O Lastweek

Obsolete 0 Tocurrent date 1 Last month
_ ) Currentyear

pecific Position Data

Lok Audit Tracking IZ‘ m

EE
. . . [ | cAs (14100 2l sapnas | INS

4. Select Cost Distribution.

AASIS Support Center, Diane Jolley, 3-44
06/24/03 Revised to V2

The Cost Distribution ALWAYS OVERRIDES the master cost center in
Relationships. Ex: If the cost center is modified and you want the cost
distribution to link to the new cost center, then you MUST modify the
existing cost distribution by entering the new cost center information.

3.44
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Infotype  Edit Goto  Exdras  Wiew wystern Help

& @@ DHE ODOoO BRI @m
Copy Cost Distribution
BB @

Pasition lknz2sa COUNTY HEALTH RECORDS CLERK |
Flanning status Active
Start date B42?BS|1 @TU 1243179999 |6§p Change information |
Cost Distribution 015 22105639 c ,
Master cost center 643450 6- Change Start date tO the

Cost disirigution beginning date of the current _
| Jco. Coster Order . me of affT]|
| ARK BEEBET pay perIOd' Ugg - &
|
|
|
|
| [«
|| [+]

KD [ ]
Entry 1 of 1 Record 1 of 2

[ ‘ QAS (13 (410) sapgas | INS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-45

Note: To determine the beginning date to enter in the ‘Start date’ field,
please refer to OPM’s schedule of Pay Periods. An example of the

beginning date of the current OPM (bi-weekly) pay period is as follows:

For OPM pay period 10, the beginning date is 4/27/03.

It is recommended that agencies use the beginning date of the current
pay period in which the change is being made.

However, there may be times when the agency needs to future date a
cost distribution change. In this case, the Agency Org. and Comp.
Specialist personnel will need to notify the Agency Personnel
Management personnel of the future date for the cost distribution
change.

The Agency Personnel Management personnel will need to notify the
Agency Org. and Comp. Specialist personnel, if the employee
promotes, demotes, or transfers out of the position before the future
date of the cost distribution change. The Agency Org. and Comp.
Specialist personnel will need to contact the AASIS Helpdesk at 683-
2255 to request assistance on the position. Otherwise, the employee
will not be paid.

345
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Infotype  Edit Goto  Ex

& U eaQ@ SHE ahon BR @m
Gopy Cost Distribution
10. Click Enter. || 11. Click Save.
Position K025 COUNTY HEALTH RECORDS GLERK |
Flanning status Active
Start date )34."2?."2883TU 1243179999 |6§p Change information
CostDistribution 015 221066391
Master cost center GaaEaE1 Leadership 361 BAAD1
Costdistribution
CO...|Costetr Order WWES element Mame Fct. Mame m’aﬁ‘
ARK BREART F. G545 FMPE1REINE-02  [FAM PLAN REIMB 108,00 |eadershif|_|
T
’ 9. If necessary, modify
1 7. Enter the — i
| o Cost | 8. If necessary, | the Perce:.-ntage. This ;:an
| conter | enter the .| be anythlpq up to 100%.
. | appropriate Internal = Tt_1e remaining percent
Order or WBS 01 will come from the master
Eny 1 of 1 element. 1 | cost center.

[ [QAS (13 (410} sapgas | INS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-46

Note: There can only be one Internal Order or one WBS element per
Cost center.

3_46



An AASIS Training Guide HRORG - Organizational Management

g| = avBe@c@ SHEB OHDHD EE 0
Copy Cost Distribution
= A T =

lknz2sa
Active
0442772003 12743179999 Change information

Cost Distribution 015 221056391
Master cost center i}

Cost distribution

CO...|Costcir Order Pct. Mame m’ai@

appear. Click ‘Yes’.
0 I 0000000 s K| D)
Ery 1

Entry 1 of 1 Record 1 of 2

DRK 100 . BE|LEADERSH
Yps Mo Cancel i
12. A pop-up box will a
[+]

[ | @as () (1 Pl sapgas | NS
=

AASIS Support Center, Diane Jolley, 3-47
06/24/03 Revised to V2
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SHE SN OH EFEE @D

Maintain Position

D7 00d|

Active plan &
22105639

IInfomEe narne ﬁ Time period

Object (<] | O Period

Relationships vB From  01/01/1900 to 12431/9999
Flanned Compensation W ) Today ) Currentweek
Aot Assignment Features W @ all 1 Current month
Emplayee Group/Subgroup v 0 From curr.date ) Lastweek
Obsolete 0 Tocurrent date 1 Last month

) Currentyear
Specific Position Data

Lob Audit Tracki i
= 13. The message will appear:

IQ SdaTE “Record created.” [ | aas ¢y iam Pl sapgas

AASIS Support Center, Diane Jolley, 3-48
06/24/03 Revised to V2
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Exercise Scenario #7

» Create a cost distribution for a position.

AASIS Support Center, Diane Jolley, 3-49
06/24/03 Revised to V2
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Demonstration

@ Create a Cost Distribution for a Position

Human Resources > Organizational Management > Expert
Mode > Position (PO13)

AASIS Support Center, Diane Jolley, 3-50
06/24/03 Revised to V2

Note: The Org. and Comp. Specialist personnel should always verify
with their agency Finance/GL Accounting personnel before making
changes to a cost distribution or a cost center. This is to ensure that
budget and cash are available for payroll posting.
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gl 0 wdHIC@ee CHE DO BRN Q@
SAP Easy Access AASIS MENU

Q| % a8 2| v a

PCO0_M33_CWTR - Per payroll period -= Li[]
°
b [ office l
P [ Logistics
> [ Accounting
= {3 Human Resources
> Personnel Management
[ 1 Tirne Managerment
B 1 Payrall
[» (1 Training and Event Management
| Organizational Management

> Organizational plan

= =3 Expert mode

2 POAN - Organizational unit 1. Follow the menu path and

2 PO - Jok . e
© Po13. Pasilion double click on F.’013- Position
g POD1 - Wark center or enter transaction code PO13
PFCT - Tasgk catal . -
@ PPo1 - Conaral in the command field and press
D Ea Simple maintenance enter
> [ Info System -

[ I s (0|

[ | oas oy (10 Pl | sapgas | INS
—

AASIS Support Center, Diane Jolley, 3-51
06/24/03 Revised to V2
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G 0 adiHc@e LA an0od BR 0F
Maintain Position

Dl2] @ (2]

5. Click Create. -
1l .

{ 2. Change ‘From’

IInfomEe narme ﬁ Time period date to 1I01I1 900'*

Object W<l | O Period ;

Relationships vB From  O01/07/1800 to 12431/9999

Planned Compensation ) Today

Acct Assignment Features W Q: i 3. Select ‘A"”.

Ermployee GroupSubgroup Ld 0 Frarm curr.date T Lastweek

Obsolete 0 Tocurrent date 1 Last month
_ ) Currentyear

pecific Position Data

Lok Audit Tracking E Fo

EE
. . . [ | cAs (14100 2l sapnas | INS

4. Select Cost Distribution. .

AASIS Support Center, Diane Jolley, 3-52
06/24/03 Revised to V2

*Note: To get all the historical information on a position, use the date
“01/01/1900” in the ‘From’ field.

3-52
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Infotype

Edit Goto Edras  Wiew wstern  Help

& @@ DHE ODOoO BRI @m
Add Cost Distribution
| B @ = |

Pasition BE21 PEYCHIATRIST
Flanning status Active
Start date 01401 HiﬂB@TU 1243179999 |6§p Change information |
Cost Distribution 015 22084562 c ,
Master cost center 340501 6- Change Start date tO the

Cost disirigution beginning date of the current _
i 0. Cost et Order pay pel'iod. me of affT]|
|
|
|
|
| [«
|| [+]

KD [ ]
Entry 1 of 0]

[ ‘ QAS (13 (410) sapgas | INS
AASIS Support Center, Diane Jolley, 3-53

06/24/03 Revised to V2

Note: To determine the beginning date to enter in the ‘Start date’ field,
please refer to OPM’s schedule of Pay Periods. An example of the
beginning date of the current OPM (bi-weekly) pay period is as follows:
For OPM pay period 10, the beginning date is 4/27/03.

It is recommended that agencies use the beginning date of the current
pay period in which the change is being made.

However, there may be times when the agency needs to future date
creating a cost distribution. In this case, the Agency Org. and Comp.
Specialist personnel will need to notify the Agency Personnel
Management personnel of the future date for the cost distribution.

The Agency Personnel Management personnel will need to notify the
Agency Org. and Comp. Specialist personnel, if the employee
promotes, demotes, or transfers out of the position before the future
date of the cost distribution. The Agency Org. and Comp. Specialist
personnel will need to contact the AASIS Helpdesk at 683-2255 to
request assistance on the position. Otherwise, the employee will not be
paid.

3_53
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Infotype Edit Goto  Exdras

148

@ 2HE ODhOon BE @ 0

HRORG - Organizational Management

Add Cost Distribution
d (3 | [Al@ = | BEE

Position BE21 PEYCHIATRIST

Flanning status Active

Start date O4/27/20030 To 1243179999 |6§p Change information
Cost Distribution 015 220845621
haster cost center 340740 508 MH Admin
Cost distribution
7 Enter 0. |Costetr Grder WWBS element Mame Pet Mame m’aﬁ‘
‘ - a1 R (40502 509 Dir Inter Affair ?,SBABB ]
ARK’. T
| 10. Enter the appropriate
| 8-Enterthe g | necessary | Percentage. For this
I 1 9. , L
| new Cost [ | iorthe | example, enter 50.00.
| center. — . [ ' =
appropriate Internal —————HID]
Order or WBS I
. k| element. Refer to
note below.

[ [QAS (13 (410} sapgas | INS

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-54

In this example, 50% will be charged to the new cost center you just
created. The other 50% will be charged to the Master cost center.

In most instances the cost distribution will

have an Internal Order or

WBS element linked to the new cost center. However, it can stand

alone as you see in this example.

3_54
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SHE SN OH EFEE @D

dd Cost Distribution
11. Click Enter. |= | 12. Click Save.

Active

04/27/2003 1243179998 dy?  Change information

Cost Distribution 015 22084562 1

Master cost center 340740 509 MH Admin
Cost distribution
CO... | Costcir Ordgr WBS element Mame F’Et. Mame m’ai@
ARK 340502 508 Dir Inter Affair ab.og i
L [+]
O s | K7 | Y

[ | oas oy i1 M| sapnas

AASIS Support Center, Diane Jolley, 3-55
06/24/03 Revised to V2
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Active

22084562

Ilnfoyge narne

Time period

Cibject

Relationships

Flanned Compensation

Acct Assignment Features

Employee GroupfSubgraup

Obsaolete

Specific Position Data

) Period

From 0140141808
) Today

@ Al

1 Fram curr.date
0 Tocurrent date

to 12431799499
1 Currentweak

1 Current manth
1 Lastweek

1 Last manth

) Currentyear

Joh Audit Tracking

I@ Record created <o

13. The message will appear:

“Record created.”

HRORG - Organizational Management

[ | @as (1) (410) 5l sapnas

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

3-56
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Z| 0 2P e@e CHE ODNNN BE @
Dispiay Cost Distribution

& [E) |

Postion e

Active

04/27/2003 1243179998 Change information

Cost Distribution 015 22084562 1
340740

Master cost center 509 MH Admin

Cost distribution
CO.. Coﬁr Ordgr WBS element Nﬂ Pct. Mame m’ai@
ALRK 340502 508 Dir Inter Affair 5000 I
15. View the new Cost g
] distribution information. =]
KD [t I (]

Entry 1 i
Entry 1 of 1 Record 1 of 1

[ | cAs (14100 2l sapnas | INS

AASIS Support Center, Diane Jolley, 3-57
06/24/03 Revised to V2
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Exercise Scenario #8

* Your agency has created a new master cost center for a
position. Your agency wants to end the cost distribution
for the position.

AASIS Support Center, Diane Jolley, 3-58
06/24/03 Revised to V2
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Demonstration
& Ending the Cost Distribution of a Position

Human Resources > Organizational Management > Expert
Mode > Position (PO13)

AASIS Support Center, Diane Jolley, 3-59
06/24/03 Revised to V2

Note: The Org. and Comp. Specialist personnel should always verify
with their agency Finance/GL Accounting personnel before making
changes to a cost distribution or a cost center. This is to ensure that
budget and cash are available for payroll posting.
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Maintain Position
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5. Click Change.
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— 2. Change ‘From’
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4. Select Cost Distribution.
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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*Note: To get all the historical information on a position, use the date
“01/01/1900” in the ‘From’ field.
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AASIS Support Center, Diane Jolley, 3-62
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* If the agency is ending the cost distribution because a new master
cost center has been created and the agency no longer wants the cost
distribution, then the Org. and Comp. Specialist personnel will need to
enter the day before the new master cost center is effective in the “To”
field.
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8. The message will appear:

LaRecord changed <G “Record Changed.”
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AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2
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Troubleshooting Note #1

To verify the pay grade or job code for any authorized position, go to the
OPM C&C website at: http://www.state.ar.us/dfa/opm/jobs/

[€] Microsoft PowerPoint - [HRORG 3v2.ppt]
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Office of Personnel Management

Job Class Code Index

Browse the Class Specifications:

Staring wih Class Code: [ +
Staring wih Job Thle: gy +
Grade: Aty ¥

Search for a specific job title:
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Personnel Pay Scale M|
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Director's Office
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ABC Adrinisration
ABC Enforcement

L P

AASIS Support Center, Diane Jolley,
06/24/03 Revised to V2

[€] Microsoft: PowerPoint - [HRORG 3vZ.ppt]
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Code T* §* F* Description Grade
Wﬂtm K011 B2 6 ADMINISTRATIVE OFFICE SUPERVISOR 15
Buge KIO9 H 2 6 ADMISSIONS ANALYST| 12
PRSPRINY 105 1 2 6 ADMISSIONS ANALYST 14
R KI5 P 2 6 AHRMS DATA TECHNICIAN 12 |
TGO K078 P2 B ARCHIVAL MICRO-PHOTOGRAPHER 1
S (74 P 2 3 BRAILLE & RECORDING SPECIALIST 14
Dicion of K129 P2 5 BUDGET TECHNICIAN 16
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il 1079 8 2 0 COURERI i |
[ g meemet 4
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Note: If you have any questions concerning the Job Class Code Index,

please contact OPM Class & Comp.
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